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INTRODUCTION FROM DAVID 
 

Helping constituents navigate federal agencies and solve individual problems may not be the 

most glamorous aspect of being a U.S. Senator. But for many of those constituents, it’s the most 

important by far. 

  

Take Kevin Wise, an heroic veteran of the Army Special Forces who was seriously injured on 

duty. He was in danger of losing his leg or his life. This was all because the VA system wouldn't 

recognize his dire health situation and act immediately. Thank God we changed that and saved 

both his leg and his life. 

  

Or Deborah Cazalot.  She urgently needed a liver transplant, but had some issues with the Social 

Security Administration that prevented her from being able to get on the transplant list.  She 

contacted my office, and we were able to work with her and Social Security to resolve the issues.  

Within three months of contacting my office, she was able to get on the liver transplant list and 

soon after had the live-saving operation. 

  

I said this work isn’t glamorous. But it’s amazingly fulfilling. Very few other parts of the job can 

have this sort of immediate, concrete, and sometimes life-changing impact for those I’m 

privileged to serve.  

  

This was perhaps most true helping constituents recover from the many disasters we’ve faced 

together, including Hurricanes Katrina and Rita (among others), the BP oil spill, and this year’s 

devastating flooding in north Louisiana, greater Baton Rouge, and parts of Acadiana. 

  

With all of this in mind, my staff and I have put together this Constituent Service Guidebook that 

you have before you. We’re sending it to all of the major candidates for U.S. Senate this year, 

one of whom will become my successor. 

  

We don’t pretend to run a perfect U.S. Senate office. We certainly haven’t “cracked the code” of 

every federal agency to ensure immediate and positive results. But we have figured out a lot in 

twelve years and earned a strong reputation for responsiveness, hard work, and results. 

  

This is almost entirely due to my super talented and dedicated staff, particularly those in our 

seven Louisiana offices. They are among the best folks I’ve ever had the honor of working with. 

They always take our constituents’ challenges very personally, going the extra mile and 

oftentimes many more. 

  

This guidebook is dedicated to them, with boundless love, respect, and appreciation from Wendy 

and me. 
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CHAPTER ONE: OPENNESS AND ACCESSIBILITY 
 

The single most important part of a U.S. Senator’s role in representative government is 

maintaining a completely open dialogue with constituents.  Senator Vitter has worked hard to 

make it as easy as possible for constituents to interact with his office. This involves a 

combination of measures aimed at ample accessibility and active outreach. 

 

I. Washington, D.C. Office 

 

A. Hours 

 

The Washington, D.C. office is open from 9:00 a.m. to 6:00 p.m. EST Monday 

through Friday. During those times, the office is open to the public and available for 

phone inquiries. 

 

B. Meetings 

 

Visiting constituents are always welcome in the Washington, D.C. office and may 

request meetings with the Senator or his staff if they wish to discuss specific policy 

issues. All meeting requests go through the Senator’s Washington, D.C. scheduler. 

 

C. Constituent Coffee 

 

Each Wednesday that the Senate is in session, Senator Vitter hosts “Coffee with 

Chicory, Donuts, and David,” during which all visiting constituents are invited to join 

him for a relaxed, personal visit over coffee and donuts.  No appointment or RSVP is 

required. Constituent Coffee begins at 8:30 a.m. 

 

D. Tour Requests 

 

Each Senate office has the capability to arrange tours of the U.S. Capitol, the White 

House, the Bureau of Engraving and Printing, the Supreme Court, and the Library of 

Congress for visiting constituents. Constituents are encouraged to call the 

Washington, D.C., office as far in advance of traveling as possible in order to secure a 

tour reservation. Certain tours require background checks and maintain extensive 

waiting lists. 

 

E. Flag Requests 

 

Constituents may request to have an American flag flown over the U.S. Capitol for 

commemorative purposes, national holidays, honoring specific individuals, and so on 

for a very reasonable fee that covers the cost of the flag. 
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II. Louisiana Offices 

 

A. Locations and Hours 

 

During his tenure, Senator Vitter has maintained an unprecedented seven offices 

throughout Louisiana in every region of the state. They are in Shreveport, Monroe, 

Alexandria, Lake Charles, Lafayette, Baton Rouge, and Metairie. State offices are 

open from 8:00 a.m. to 5:00 p.m. CST Monday through Friday. 

 

B. Satellite Office Hours 

 

In addition to the permanent offices, state staff regularly hold satellite office hours in 

every parish so that constituents do not have to travel as far. These satellite office 

hours are available on the official website and shared with constituents via email. 

 

III. Town Hall Meetings 

 

Scheduling Town Hall Meetings in communities across the state gives the Senator and his staff 

an unfiltered, real world opportunity to hear directly from constituents on the issues most 

important to them. The key is to listen and have a very personal dialogue with attendees.  

 

Senator Vitter made an unprecedented pledge when he was first ran for the U.S. Senate to hold a 

Town Hall Meeting in every parish every Congress. He has fulfilled that pledge and has hosted 

398 Town Hall Meetings. 

 

A. Locations 

 

When choosing a location for a Town Hall Meeting, state staff often work with local 

officials and consider accessibility and capacity. Senator Vitter’s office has found 

success working with local government offices and universities to reserve large 

rooms or auditoriums with available seating.  

 

B. Timing 

 

The U.S. Senate schedule allows for state work periods every few weeks, during 

which Senator Vitter travels the state. When choosing a time for a Town Hall 

Meeting, it is important to be cognizant of constituents’ daily work schedule. While 

each parish varies, Senator Vitter has found Town Hall Meetings held on Monday and 

Friday mornings to be most successful. 

 

C. Constituent Notice 

 

There are a number of ways to invite constituents to Town Hall Meetings, including 

mailing post cards to individual households, sending official emails, utilizing 

robocalls, and sending advance notice to the press with a request to disseminate the 

information. (See Appendix, Exhibit A.) 
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A Town Hall Meeting is an official Senate event and, as such, the Senator may use 

official funds to send out the post cards and robocalls. Before sending, the language 

of both the post card and the robocall script must be approved by the Senate Rules 

Committee. 

 

D. Notice to the Press 

 

Senator Vitter sends a Media Advisory with all logistical information to notify local 

and state press approximately one week before the Town Hall Meeting.  Local TV 

stations are welcome to set up their equipment thirty minutes prior to the start of the 

Town Hall Meeting. 

 

IV. Telephone Town Halls 

 

A Telephone Town Hall is a useful opportunity to reach out to constituents who may not be able 

to visit Washington, D.C. or a state office or attend a Town Hall Meeting. When the Senate is in 

session, Senator Vitter will often host one to two Telephone Town Halls per week to update 

constituents on his work in D.C. and to hear directly from constituents on the issues most 

important to them. Constituents who join the call may ask questions directly to Senator Vitter, 

and he provides answers and chats with them in real time. 

 

A Senate office may use official funds to work with an outside contractor in organizing the mass 

conference call. 
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CHAPTER TWO: COMMUNICATIONS WITH CONSTITUENTS 
 

Thousands of constituents reach out to a U.S. Senate office with questions on everything ranging 

from current policy initiatives to requesting a signed photo of the Senator. Maintaining an open 

line of communication is important for many reasons: 1) to keep in touch with constituents; 2) to 

update them on what the Senator is working on; 3) to answer questions and clarify 

misconceptions; and 4) to provide information that might not otherwise be available to them. 

 

I. Phone Calls 

 

When contacting Senator Vitter’s office, constituents often call first. During office hours, staff in 

both Washington, D.C. and the state are available to answer the phones and are expected to do so 

within three rings if possible. 

 

II. Direct Response Letters and Emails 

 

Constituents will often mail letters or send e-mails to Senator Vitter with questions on his views 

on any number of issues, comments on pending legislation, recommendations on federal policy, 

and more. Senator Vitter has made it a priority to respond quickly to these incoming letters with 

the goal of sending a response within a week, often sooner. 

 

III. Mass Emails 

 

Senate rules allow offices to send mass emails that relate to matters of public concern or public 

service. Senator Vitter regularly sends mass emails to constituents to update them on his ongoing 

work in Congress, as well as timely information and updates related to disaster recovery, notices 

for Town Hall Meetings, and so on. 

 

IV. Mass Mailings 

 

A mass mailing is a mailing of 500 or more pieces of substantially identical content, and Senate 

rules allow for the use of official funds to send these pieces to constituents. The content of these 

mailings must include information directly related to the Senator, his work, or his views. The 

Senate Ethics Committee must approve the language prior to distribution. For example, post 

cards notifying constituents of a Town Hall Meeting fall under the mass mailing category. 

 

V. Website 

 

The Senator’s official website is often the first stop for constituents seeking to connect with the 

Senator’s office. It should be user-friendly so that constituents can easily find information on 

available resources or contact information. The website should also be updated with the 

Senator’s position on important issues, recent press statements and relevant articles, videos, and 

photos.  
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VI. Social Media 

 

Non-traditional forms of communication are becoming a popular way to interact with 

constituents who may not normally reach out to a Senate office. This can be particularly true in 

the wake of a natural disaster, such as a hurricane, flooding, or a tornado. Maintaining a strong, 

reliable social media presence is often the first line of communication when connecting with 

constituents, members of the media, and interested parties across the country and around the 

world. 

 

A. YouTube 

 

YouTube is a great tool for sharing and archiving video content, including Senate floor 

speeches and television interviews. YouTube is also helpful in gauging the reach and 

impact of video through its convenient analytics tools. 

 

B. Facebook 

 

One of the most popular social media platforms used by constituents is Facebook, and it 

is a powerful tool for connecting with constituents, as well as disseminating important 

information. A Senator’s Facebook page can serve as a de facto secondary website, as 

many individuals will first visit a Senator’s Facebook page before any other social media 

account. 

 

C. Twitter 

 

Twitter is one of the best social media tools for relaying information on a variety of 

topics in a clear, concise manner in real time. Often, news stories break on Twitter before 

traditional media, which is why it is important to develop a robust following and produce 

engaging content. Twitter has been a very helpful platform for disseminating important 

safety information following natural disasters that may knock out telephone service but 

not internet access.  

 

Twitter can also be a very valuable tool in connecting with members of the media. As 

noted earlier, news stories are often broken and evolve across the platform more quickly 

than traditional media outlets. 

 

D. Instagram 

 

Instagram is a great tool for connecting with younger constituents who may not otherwise 

be engaged in Congress’ actions. The picture-sharing platform’s newly released 

“Instagram Live” tool allows members the ability to post short videos to a rolling feed in 

a manner much like the popular social app Snapchat with the comfort and security of the 

Instagram platform. 
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CHAPTER THREE: CONSTITUENT CASEWORK 
 

Voting on and introducing legislation is just a part of a U.S. Senator’s job. Constituent services 

are equally as – if not more – important.  Individuals having trouble receiving benefits from 

Social Security, Veterans Affairs, Medicare, or other appropriate services depend on Senator 

Vitter’s office to help them navigate the federal government. This requires a cadre of full-time, 

hands-on, and attentive staffers who are able to build relationships with various federal agencies 

and demonstrate a positive customer service attitude.  

 

Individuals often come to their federal representatives as a last resort, short on patience and 

frustrated with the slow pace of the federal bureaucracy. No matter what, Senator Vitter’s office 

accepts all cases and assists constituents as much as possible. At the end of the day, a U.S. 

Senate office is a resource for constituents and needs to be prepared to serve the public at all 

times. 

 

I. Best Practices 

 

It is important for Senate caseworkers to communicate clearly with constituents about what can 

and cannot be done on their behalf, learn the laws and regulations affecting individuals’ cases, 

build relationships with federal agency personnel, and serve as active facilitators between 

constituents and agencies. 

 

Additionally, Senator Vitter’s office has found the following practices to be most successful in 

facilitating casework. 

 

A. Office Organization 

 

All incoming casework requests are sorted and directed to the appropriate staffer via the 

Intranet Quorum (IQ), a digital mailing and catalogue system. In Senator Vitter’s office, 

caseworkers work out of the State offices, and individuals are trained to manage specific 

issue areas. 

 

B. Case Management 

 

The caseworker will assist any constituent, whether an individual or business, and the 

process begins by contacting the appropriate congressional liaison within the federal 

agency to request a status update of the constituent’s inquiry or complaint. The 

caseworker will then work with the constituent to determine which further action is 

appropriate and necessary. 

 

C. Setting Expectations 

 

Senate rules determine just how much a Senate office may get involved in a specific case. 

For instance, a Senator may not force an agency to expedite an individual’s case or act in 

the individual’s favor, but the Senator may encourage the agency to consider the 
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individual’s case carefully. It is important for the caseworker to set expectations with the 

constituent and follow through to the best of his ability. 

 

D. Timely Response 

 

Caseworkers are encouraged to complete a case as quickly as possible. However, some 

cases may take several months. In these situations, it is important for caseworkers to 

communicate regularly with those constituents, even if there is no specific update.  

 

II. Important Types of Casework 

 

A. Department of Agriculture (USDA) 

 

Casework regarding the USDA often involves answering constituent questions on 

available USDA Rural Development Loans, the Conservation Reserve Program, or other 

programs that assist communities and farmers, as well as issues involving the 

Supplemental Nutrition Assistance Program (SNAP). Senator Vitter’s office has found 

the local USDA offices to be easy to work with, and the incoming Senator should 

organize a workshop with USDA to educate the incoming state staff.  

 

USDA Rural Development Loans: Many times rural municipalities are looking for 

funding for emergency response equipment, as well as water and sewer or other needs. 

Caseworkers can connect these rural communities with the USDA Rural Development’s 

local team in Louisiana, which processes applications for low-interest loans and grants. 

 

Conservation Reserve Program: Farmers who would like to join the Conservation 

Reserve Program often contact Senator Vitter’s office if there is no more acreage 

available. The caseworker should clarify that the congressional office is limited in what it 

can do to provide assistance, but should help the farmer navigate the application and 

appeals process. 

 

SNAP: If necessary, the caseworker will generally contact the Louisiana USDA office in 

Alexandria to bring attention to and request an update on the constituent’s issue. Often, 

Senator Vitter’s office has found that the constituent’s issue is due to a clerical error that 

can be easily corrected. 

 

 

 

 

 

 

 

 

 

 

 

A Louisiana grocery store owner was having trouble obtaining 

USDA approval to accept food stamp and contacted Senator 

Vitter’s office. The caseworker contacted the USDA to follow 

up on the constituent’s application and the issue was resolved 

within a few days. 
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B. Army Corps of Engineers 

 

The Army Corps of Engineers plays a very significant role in Louisiana, including coastal 

restoration and storm protection. The most common Corps-related casework is related to 

helping individuals, businesses, and levee districts obtain the proper permits or 

authorization needed to develop property.  

 

The caseworker will obtain a written summary from the constituent explaining the 

problem, the solution he seeks, and why he needs congressional support. Depending on 

the specific issue, the caseworker may then send an inquiry letter to the local District 

Commander on behalf of the constituent. Based on the Corps’ response, the caseworker 

will contact the constituent to determine what, if any, further action is required.  

 

 

 

 

 

 

 

 

 

 

 

 

It’s important to note that there are often several partners involved in Corps projects, 

including representatives from local, state, and the federal government and outside 

organizations such as levee districts and port officials. The caseworker should 

communicate with all involved stakeholders when necessary.  

 

 

 

 

 

 

 

 

 

C. Department of Education (ED) 

 

Casework requests related to the ED often involve student loan forgiveness. Many 

constituents, including parents who have taken out education loans on behalf of their 

children, contact Senator Vitter’s office when they have fallen behind on their loan 

payments or have defaulted on outstanding loans.   

 

Both ED and Navient (formerly Sallie Mae) offer programs that help constituents seek 

relief for federally financed loans and have designated congressional liaisons for 

After Hurricane Katrina in 2005, several parishes were having 

trouble complying with the Corps’ new guidelines to certify 

their levees. Senator Vitter’s office was able to successfully 

clarify the guidelines and timeframe for the parishes, and also 

worked with the Corps to certify the levees in time to be 

included on the new flood maps. 

A Louisiana company contacted Senator Vitter’s office when it 

received a Cease and Desist order from the Corps. The 

company had been constructing a dock adjacent to the 

Mississippi River and had applied for a 408 permit, but was not 

aware that it also needed a 404 permit. The caseworker helped 

the company submit the application for the 404 permit, and 

then worked with the Corps to expedite the approval process. 

The Corps agreed to work on an expedited timetable and issued 

the necessary permits to the Louisiana company. 
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caseworkers to contact. In many cases, constituents have filed for bankruptcy and 

believed their student loans were discharged only to later find their wages or Social 

Security benefits are under garnishment. Other common situations include requests from 

constituents for a payment history of their loans, which will provide information on 

penalties and interest that may have accrued during the life of the loan. 

 

Caseworkers can help constituents pose specific questions about their loans, which in 

turn, helps the agency provide targeted and helpful responses to constituents. The 

agencies will almost always provide helpful information on possible forgiveness 

programs and applications for constituents to submit. 

 

 

 

 

 

 

 

 

 

 

 

 

D. Equal Employment Opportunity Commission (EEOC) 

 

For constituent inquiries related to the EEOC, it is important to communicate that 

congressional offices cannot provide legal advice, investigate the case, or directly 

intervene in an employment discrimination matter.  

 

The caseworker should advise the constituent that in order for the EEOC to move forward 

with investigating a workplace discrimination claim, the agency must first determine if 

the claim “has merit.” That involves the constituent producing tangible evidence of 

discrimination, such as emails, voice recordings, and witness testimony. 

 

When taking the initial concern from the constituent, the caseworker should determine if 

the constituent has filed a claim with the EEOC. If not, this needs to be done before 

signing a privacy release form and submitting a 1-2 page letter requesting a congressional 

inquiry. If the constituent has not filed a claim and the congressional office makes an 

inquiry, the EEOC will reply with a letter stating that it has no record of a claim and that 

the constituent needs to make a claim first.  

 

Once the constituent has confirmed that his claim has been filed with the EEOC and 

returned the privacy form and letter stating his concerns, the caseworker can then contact 

the EEOC field office in New Orleans. The New Orleans field office typically replies 

within 30 days by mail.  

 

A practicing veterinarian with significant student loan debt was 

involved in an accident that left her unable to walk or continue 

running her small business. While simultaneously helping the 

constituent with her Social Security disability claim, the 

caseworker worked with the constituent to fill out the proper 

applications for student debt relief and obtained status updates 

for her while the application was being processed. The 

caseworker was able to help the constituent get significant relief 

from debt for her federal loans. 
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If the constituent is unhappy with the EEOC decision, the caseworker should explain that 

it is his right to consult an attorney, but the congressional office cannot recommend an 

attorney.  

 

E. Federal Emergency Management Agency (FEMA) 

In a state like Louisiana that experiences a wide spectrum of natural disasters, FEMA 

plays a large role in the recovery process, such as providing home and property loans and 

housing and emergency assistance. 

 

When a constituent has experienced a disaster and has reached out to Senator Vitter’s 

office regarding FEMA-related issues, the caseworker will first determine if the 

constituent has registered with FEMA to file a claim. The caseworker can then request a 

status update on behalf of the constituent and also educate the constituent on additional 

FEMA disaster assistance options that are available.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

F. Health Care 

 

When assisting constituents with health care inquiries, a Senate office’s jurisdiction is 

limited to cases related to the Department of Veterans Affairs (VA), Medicare, and 

Medicaid, health insurance, and medical treatment. VA healthcare cases are addressed 

under the VA section. (See Section P. Department of Veterans Affairs.) 

 

Medicare: For cases involving Medicare eligibility and coverage, treatment payments, 

supplement issues, and eligibility issues, the caseworker should reach out to the 

congressional liaison with the Centers for Medicare and Medicaid Services (CMS) to 

determine which appropriate Medicare division to contact on behalf of the constituent. 

 

The Social Security Administration handles the enrollment process for Medicare, and 

constituents can apply online. For all other Medicare issues, caseworkers generally work 

with the Dallas Regional Center for Medicare and Medicaid Office. 

 

 

 

A constituent had received $2,000 in disaster assistance from 

FEMA after Hurricane Rita had damaged his home in 2005. 

Six years later in 2011, the constituent received a letter from 

FEMA stating that the agency was unable to verify occupancy 

and, therefore, the constituent owed the agency several 

thousand dollars as a result of an improper payment. The 

constituent contacted Senator Vitter’s office, and the 

caseworker submitted an inquiry to FEMA on behalf of the 

constituent, which led to a full review of the constituent’s file. 

FEMA found that the constituent had submitted proof of 

occupancy, which invalidated the debt owed. 
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Medicaid: Constituents who reach out to Senator Vitter’s office regarding Medicaid 

issues are directed to the Louisiana Department of Health and Hospitals. The State of 

Louisiana is responsible for making all Medicaid eligibility determinations for 

constituents.   

 

Health Insurance: Constituents who reach out to Senator Vitter’s office regarding their 

health insurance issues are directed to the Louisiana State Department of Insurance.  

 

Medical Treatment: Constituents who reach out to Senator Vitter’s office regarding 

their medical treatment are directed to the appropriate State hospital, the Louisiana 

Department of Health and Hospitals, or the appropriate State agency that oversees the 

facility in question. 

 

G. Housing 

 

More often than not, constituents reaching out to Senator Vitter’s office regarding 

housing issues require only guidance to learn more about which Housing and Urban 

Development (HUD) resources are available to them. Caseworkers can educate 

constituents on the various HUD programs, determine which one(s) would be the most 

effective, and help constituents navigate the application process.  

 

For constituents seeking help with Section 8 Rental Certificate Program vouchers, 

caseworkers may request an update on constituents’ applications from the local housing 

authority. It is important to note that constituents seeking Section 8 assistance should 

contact their local Public Housing Authority (PHA), as the local PHA maintains a list of 

available assisted housing for the area and works to find housing for individuals. 

 

All other HUD-related issues are directed to the HUD Louisiana Field Office in New 

Orleans or the congressional liaison in Washington, D.C. 

 

 

 

 

 

 

 

A constituent who was a family medicine practitioner had 

reached out to Senator Vitter’s office when Medicare had 

failed to provide $10,000 in reimbursements. Upon further 

examination, the caseworker discovered that the constituent’s 

application for reimbursement was incomplete and worked 

with CMS to correct the error. The constituent’s application 

was assigned for priority processing, and the reimbursement 

was processed shortly thereafter. 

A constituent who had just lost her home contacted Senator 

Vitter’s office to seek guidance as to where to go for assistance. 

The caseworker worked with the constituent to identify which 

HUD programs she would qualify for and guided her through 

the application process. Soon after, the constituent was 

approved for housing. 
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H. Immigration 

 

Immigration casework generally falls under the jurisdiction of the U.S. Citizen and 

Immigration Services (USCIS). However, due to the complexity of immigration issues, 

caseworkers will often have to work with multiple agencies for individual cases, 

including the State Department (State) and the Department of Labor. (See Section M. 

State Department and Section I. Department of Labor.) 

 

Constituents will often contact Senator Vitter’s office when they need help obtaining a 

family-based visa, a tourist visa, or an employment-based visa, or expediting a visa 

petition. 

 

A case number is assigned to each visa application. Because this number changes during 

different cycles of the process, it is important for the caseworker to know the current case 

number at all times during the process in order to determine where the petition is 

physically located and which agency currently has jurisdiction. 

 

Family-Based Visas: Family-based visas involve both USCIS and State, and the 

caseworker can help the constituent navigate the petitioning process and obtain status 

updates from both agencies.  

 

For a constituent who wants to bring a spouse, fiancé, or family member into the United 

States, he must first file an immigration petition with USCIS. Once USCIS has processed 

the petition, the National Visa Center as part of the State Department will assign a new 

case number, bundle the constituent’s petition documents, and send it to the appropriate 

embassy.  

 

During this process, the caseworker may use the Consular Electronic Application Center 

website to track the progress of the constituent’s petition. Once the immigration petition 

has physically arrived at the embassy or consulate, the caseworker can request additional 

updates.  

 

Because each consulate varies in size, scheduling the beneficiary’s final interview can 

vary, but the caseworker can often provide an average timeframe for the constituent. 

Once an appointment has been scheduled, the caseworker may contact the embassy to 

request that he be notified of the outcome of the final interview.  Most interviews result 

in approvals, but the consulate will provide limited information regarding the reasons a 

prospective immigrant is denied. Many denials involve security issues, and this 

information is not shared with the caseworker or the constituent. If a visa is denied, the 

petition is sent back to USCIS for a final review of the decision and the petitioner is 

notified.  

 

Tourist Visas: The State Department is responsible for processing and granting tourist 

visas. The authority to approve a tourist visa lies with the embassy or consular staff in the 

intending visitor’s native country.  
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Constituents will often request that Senator Vitter expedite the approval process. 

Caseworkers can help constituents develop the expedite request and submit it to USCIS 

for consideration. USCIS will then forward the request to the respective embassy or 

consulate. 

 

Additionally, constituents often request a letter from the Senator that puts in a good word 

for the intending visitor to be sent to the consular office. A U.S. Senator cannot 

personally vouch for an individual who is trying to enter the United States, and 

caseworkers should explain that U.S. law requires the interviewing officer to presume 

that the applicant intends to immigrate to the United States and that the burden falls on 

the applicant to prove he has no intention of overstaying a tourist visa.  

 

However, the caseworker may send a generic letter to the respective consular officer to 

clarify the nature of the applicant’s visit to the United States, such as attaching a wedding 

invitation. These letters only outline the information as relayed by the constituent and do 

not infer personal knowledge by the Senator.  

 

Employment-Based Visas: Senator Vitter’s office has found that many constituents, 

particularly farmers, will reach out for assistance in obtaining labor work visas to hire 

additional workers during peak farming season. Typically, employers apply for 

employment-based visas on behalf of potential workers. These visa applications are 

processed by the Department of Labor, USCIS, and the State Department, and 

caseworkers can help constituents receive regular status updates. 

 

 

 

 

 

 

 

 

 

 

 

I. Department of Labor (DOL) 

 

Casework involving DOL typically involves issues regarding the Office of Workers’ 

Compensation Programs and obtaining employment-based visas. (See Section H. 

Immigration.) 

 

The Office of Workers’ Compensation Programs (OWCP): A congressional 

caseworker can only intervene when the constituent’s injury has occurred while working 

for the federal government. Louisiana inquiries are processed through the DOL regional 

office in Dallas, Texas. For non-federal related cases, the caseworker should direct the 

constituent to the appropriate state or local authorities. 

 

A crawfish farmer in southwest Louisiana was having trouble 

finding enough field workers to maintain his crop for the 

season. He had applied for employment-based visas in order to 

hire additional employees and had not heard back from the 

Department of Labor. Once he reached out to Senator Vitter’s 

office, the caseworker was able to check the status of the 

crawfish farmer’s application and update the farmer, whose 

application was processed shortly thereafter. 
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J. Military 

 

Casework involving the military can be complex, so it is important for the caseworker to 

communicate to the service member or the service member’s family that a congressional 

inquiry may impact the service member’s career. This is due to the chain of command 

that is strictly adhered to in all military branches.  

 

The U.S. Army, Navy, Air Force, Marines, and Coast Guard each have designated 

liaisons within its respective Office of Legislative Affairs to respond to congressional 

inquiries. Each branch requires a formal letter of inquiry from the service member and a 

signed privacy release form before action will be initiated. 

 

While the National Guard Bureau (NGB) has a similar arrangement, the vast majority of 

inquiries from members of the Guard are addressed by the Adjutant General’s Office of 

the Louisiana National Guard (LANG). LANG will send the inquiry to NGB if it is a 

policy issue that can only be addressed at that level. 

 

Often a family member of an active duty service member will contact Senator Vitter’s 

office, believing that his relative has been issued an unjust punishment. The caseworker 

may issue a request on the constituent’s behalf for the branch of service to perform a 

“wellness check” on the service member.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

A constituent contacted Senator Vitter’s office when the OWCP 

had denied his request for a specific surgery for an injury that 

occurred while the constituent was working for FEMA. The 

caseworker was able to successfully work with OWCP to 

approve the constituent’s surgery, as well as two additional, 

necessary ones. 

An active duty Air Force Captain who was stationed in Japan 

had just given birth to a child with severe birth defects. She and 

her husband had exhausted all avenues to get permission to 

medically evacuate the infant back to a hospital in the United 

States that could provide life-saving treatment. The situation 

involved a difference in time zones, transferring the child to a 

civilian facility, and ensuring the Captain would be able to 

maintain her commitment to the Air Force. The caseworker 

successfully worked with the Air Force Office of Legislative 

Affairs to relocate the family first to Travis Air Force Base in 

California, and upon the infant’s stabilization, arrange for the 

Captain’s permanent transfer of orders to Louisiana near a 

private children’s hospital. 
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Other common examples of casework are requests from constituents who wish to change 

or upgrade the characterization of their discharge. A General, Other-Than-Honorable, or 

Dishonorable Discharge can impact future employment opportunities, especially for those 

who are no longer authorized to hold a security clearance. Those types of characterization 

can also negatively impact constituents’ eligibility for certain VA benefits. For senior 

veterans, it is often a matter of correcting a mistake they committed in their youth. 

 

Each branch of the military convenes a Board For Correction of Military/Naval Records 

to review these cases, and a Member of Congress may not influence the outcome of the 

Board’s decision. The caseworker should outline the process and general processing 

timeframes for the constituent and send him the appropriate forms and instructions on 

how to submit the completed applications to the appropriate branch. 

 

K. Small Business Administration (SBA) 

 

In Louisiana, small businesses employ over half of the entire state’s private workforce 

and make up 97.3 percent of all employers in the state. Casework inquiries involving 

small businesses predominantly fall under the jurisdiction of the SBA. 

 

When small businesses contact Senator Vitter’s office, the caseworker will contact the 

SBA’s congressional liaison who will email and mail a formal response within 10 

business days. In other cases, the caseworker will put the constituent directly in touch 

with the SBA.  

 

 

 

 

 

 

 

 

 

L. Social Security Administration (SSA) 

 

The SSA administers a number of different benefits programs, including disability 

benefits in the form of Social Security Disability Insurance (SSDI) and Supplemental 

Security Income (SSI), which is administered to those in severe need. The SSA also 

administers Medicare enrollment, retirement benefits, and survivor benefits received by 

spouses or children of deceased beneficiaries. 

 

Constituents often reach out to Senator Vitter’s office in order to locate information on 

applying for Social Security benefits, requesting a status update, and appealing a denied 

application. Caseworkers are restricted from recommending an attorney, filling out the 

application on behalf of constituents, and giving specific instructions or advice to 

constituents when preparing for SSA hearings or appeals. 

The SBA was garnishing a constituent’s Social Security checks 

to pay for an SBA disaster loan. The constituent was living in a 

nursing home and contacted Senator Vitter’s office for help. 

The caseworker was able to put the constituent’s attorney in 

touch with the SBA, and the SBA stopped the garnishment of 

the constituent’s Social Security checks. 
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In some instances, caseworkers may request the expedition of certain cases with 

extenuating circumstances, such as terminal illness, financial hardship, and so on. 

However, documentation from the constituent is necessary. Occasionally, a disabled 

constituent may need someone other than himself to fill out the application on his behalf.  

In that case, the SSA requires proof the constituent gave this person the legal power of 

attorney before it will respond to a congressional inquiry. 

 

There are a number of regional SSA offices throughout the state, each of which has a 

designated employee to respond to congressional inquiries. Caseworkers contact the 

appropriate local office based on constituents’ zip codes. Depending on the type of 

constituent request, caseworkers generally obtain updates on a monthly basis.  

 

 

 

 

 

 

 

 

Applying for Social Security Benefits: Constituents often contact the Senator’s office to 

request help in filing for Social Security benefits. Constituents are responsible for filling 

out their own applications. Caseworkers may direct constituents to the Social Security 

website or to the local SSA office.  

 

Requesting a Status Update on an Application: Upon submitting an application, a 

constituent may not receive any communication from SSA for several weeks. During that 

time, a caseworker may request a status update from the local SSA office via fax or email 

and must include a copy of the constituent’s privacy release form. 

 

Appealing a Denied Application: Constituents are generally unfamiliar with the Social 

Security appeals process. Caseworkers can review each step in the process with 

constituents before directing them to the necessary forms. Caseworkers may contact the 

SSA to make inquiries at any point until an appeal has reached a Federal District Court. 

Due to the limitations of the separation of powers clause, congressional offices can no 

longer assist when the matter is pending in court. 

 

There are four levels of appealing a denied application. 

 

1) Reconsideration: A constituent may request a complete review of his claim by an 

SSA employee who did not take part in the original decision. It is important to let the 

constituent know that additional evidence supporting his case can be submitted at this 

time.  

 

To request reconsideration of a denied application, a constituent must fill out and submit 

form SSA-561-U2, which can be found at: https://www.ssa.gov/forms/ssa-561.pdf. 

 

A constituent contacted Senator Vitter’s office after the SSA 

failed to process his SSDI application for over a year. The 

caseworker was able to work with the SSA to not only process 

the constituent’s SSDI within a few weeks, but the constituent 

also received monthly benefits and $10,000 in back pay. 

https://www.ssa.gov/forms/ssa-561.pdf
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During this level, the caseworker may request a status update from the local SSA office.  

 

2) Hearing: If a constituent disagrees with the reconsideration decision, he may ask for a 

hearing conducted by an administrative law judge. The hearing is generally conducted 

within 75 miles of the constituents’ home; however, in certain cases the hearing may be 

held by video conference. During the hearing, the constituent has the opportunity to 

present his case in person. The constituent is allowed to hire a legal representative at this 

stage in the process and may also submit new additional evidence, if applicable. SSA will 

notify the constituent of the judge’s decision by mail. 

 

To request a hearing, a constituent must fill out and submit form SSA-501, which can be 

found at: https://www.ssa.gov/forms/ha-501.pdf. 

 

Receiving an information update during this level may not be immediately possible. 

However, the Office of Disability Adjudication and Review (ODAR), which is 

responsible for reviewing and processing appeals after the Reconsideration level, sends a 

monthly status report on constituents’ appeals to Senator Vitter’s office. There are four 

ODARs in Louisiana, and caseworkers should confirm that the SSA has forwarded 

constituent inquiries to the appropriate regional ODAR. 

 

3) Appeals Council: If a constituent disagrees with the hearing decision, he may request 

a review by Social Security’s Appeals Council. The Appeals Council reviews all 

requests; however, it may deny a request if it believes the hearing decision was correct. If 

the constituent’s case is picked up for review, the Appeals Council either issues its own 

decision or returns the case to an administrative law judge for further review. The 

Appeals Council will notify the constituent by mail. 

 

It is important to note that this level of appeal can take between 6-18 months. The 

constituent must be able to survive that period of time without assistance, and during that 

time, he cannot reapply for benefits.  

 

To request a review by the Appeals Council, a constituent must fill out and submit form 

HA-520-U5, which can be found at: https://www.ssa.gov/forms/ha-520.pdf. 

 

During this level, the caseworker may contact the Appeals Council liaison requesting an 

update. The liaison’s contact information is listed in the Congressional Research Service 

(CRS) congressional liaison contact list. 

 

4) Federal Court Review: If a constituent disagrees with the Appeals Council’s 

decision, he may file a lawsuit in a federal district court. At this level, congressional 

offices are not involved and do not have jurisdiction in matters pertaining to civil cases in 

court. 

 

 

 

 

https://www.ssa.gov/forms/ha-501.pdf
https://www.ssa.gov/forms/ha-520.pdf
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M. State Department 

 

Casework involving the State Department often overlaps with immigration issues. (See 

Section H. Immigration.) Specific to the State Department is constituent requests 

involving U.S. citizens traveling internationally. 

 

Generally, a family member of an U.S. citizen traveling abroad will ask Senator Vitter’s 

office for assistance, whether it is to replace the traveler’s passport, help locate the 

traveler, or facilitate the safe return of the traveler. The caseworker will first contact the 

State Department’s congressional liaison office. In certain instances, the caseworker can 

work directly with consular staff to secure an update for or provide assistance to the 

constituent. It is important to note that consular staff are limited in how they can help 

U.S. citizens who break the laws of that country.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

N. Taxes and the Internal Revenue Service (IRS) 

 

Casework inquiries involving tax issues or the IRS typically involve assistance with tax 

returns, identification theft, penalty abatement, tax payments, and nonprofit status.  

 

For non-taxpayer specific issues, caseworkers often work with IRS congressional liaisons 

who provide information on tax law changes and current IRS resources and programs. 

Congressional caseworkers can request that the IRS provide a briefing or workshop to 

instruct state staff on providing constituent assistance, as well as an update on various 

IRS programs. 

 

For a taxpayer-specific request, the caseworker generally contacts the Taxpayer Advocate 

Service Center (TASC) located in New Orleans. If a constituent is eligible for TASC 

assistance, he is assigned a Tax Advocate who is then responsible for working with IRS 

to resolve the issue. It is important to note that as a way to prevent identity theft, the Tax 

Advocate does not accept emails. All casework forms and documents must be mailed or 

faxed.  

A constituent contacted Senator Vitter’s office when his wife 

and son were being detained at an airport in Costa Rica. The 9 

year-old son had dual citizenship of both the United States and 

Costa Rica. However, Costa Rican officials detained the son 

because he did not have a document signed by the American 

father allowing him to leave the country. According to the 

Costa Rican officials, the constituent should have obtained and 

signed this document – meant to prevent child trafficking – 

from the Costa Rica Consulate in Houston, Texas, before his 

son left the U.S. The caseworker was able to successfully work 

with both the State Department and the Costa Rica Consulate to 

obtain the necessary document for the constituent, and the wife 

and son were able to return to Louisiana within 24 hours. 
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O. Transportation 

 

For transportation-related casework inquiries, it is important for the caseworker to first 

determine whether the jurisdiction of the individual’s issue falls under federal, state, or 

local government. The great majority of roadway and highway concerns are state or local 

matters. In these cases, the caseworker actively helps the constituent contact the 

appropriate personnel at that level of government.  

 

Most federal transportation issues are related to the Federal Aviation Administration 

(FAA). There are instances in which a constituent or local entity is having an issue 

getting an application approved by the FAA. The caseworker will contact the FAA to 

obtain a status update on the constituent’s application. Senator Vitter’s office has found 

that with the FAA, it is important to send inquiries via numerous forms of 

communication, such as fax, email, and mail. 

 

 

 

 

 

 

 

 

 

P. Department of Veterans Affairs (VA) 

 

By the time a veteran contacts Senator Vitter’s office for help with the VA, he has 

generally exhausted all other resources and is extremely frustrated. Senator Vitter’s 

caseworkers have found that being compassionate and patient is the most helpful 

approach when first identifying what the veteran’s issue may be. Casework involving the 

VA generally falls into three categories: benefits, pensions, and health care. 

 

Benefits: The most common casework regarding the VA is a veteran reaching out for 

help with his benefits claim or appeals. These issues can often take years to complete, 

and most times, the veteran does not know the status of his claim or appeal.  The 

caseworker can help the veteran by getting updates from the VA on the status of his claim 

or appeal until the VA has reached a decision. Whenever the VA reaches a decision on a 

claim depending on the outcome, the caseworker will present options to the veteran 

should he wish to appeal. For all claims and appeals, the caseworker will contact the VA 

In 2008 the IRS had held an elderly couple’s tax return, and in 

2009 the couple’s tax return had been lost, so the IRS began 

taking money from the husband’s VA disability check. Senator 

Vitter’s office was able to help them fix the issue and receive 

the returns. 

A constituent had been working to get his pilot’s license but had 

not heard from the FAA for several months. Senator Vitter’s 

office discovered that the FAA had moved the constituent’s 

application to numerous different departments and successfully 

worked with the agency to update the constituent and have his 

application processed. 
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Regional Office in Louisiana to request a status update, a projected timeline for 

completion, and suggested actions or options for the constituent.  

 

Pensions: The caseworker will contact the VA Pension Management Center for pension 

inquiries, which for Louisiana is operated out of Milwaukee, Wisconsin. These casework 

requests often involve the veteran, the veteran’s family, or the veteran’s caregiver waiting 

for the funds to be processed.  

 

 

 

 

 

 

 

 

 

 

 

 

Health Care: Constituent requests for VA health care are directed to the nearest VA 

hospital or clinic and are generally related to delays in appointments, dissatisfaction with 

health care treatment, or assistance in choosing a VA health care plan. Many veterans 

must travel to the nearest VA hospital for appointments, which oftentimes is located an 

hour or more away and highly inconvenient for veterans and their families. Caseworkers 

can help these veterans by getting mileage paid for or getting approval for the veteran to 

see a local doctor. Veterans may also be waiting for the VA Medical Center to approve a 

procedure or to see a non-VA doctor. Caseworkers can help to ensure that these 

appointments are scheduled in a timely manner. Caseworkers can also help veterans with 

billing issues when the VA has not paid for approved non-VA doctors or emergency 

room visits. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Each VA health care facility has special handling procedures in place for constituents 

with post-traumatic stress disorder, and caseworkers have found that issues involving 

The widow of a veteran applied for a pension. Living on Social 

Security benefits alone, she suffered from several medical issues 

and was in need of around-the-clock attention. The VA denied 

the widow’s pension request, arguing that “she makes too much 

money.” When she came to Senator Vitter’s office, the 

caseworker successfully communicated to her that several of her 

day-to-day expenses, such as medical care and medicine, can be 

“deducted” from her income, which brought down her income 

to a range that allowed her to receive the VA pension. 

A veteran received an unpaid medical bill from two past 

hospital visits that occurred in 2009 and 2013. The veteran had 

been unaware that he had any unpaid bills, which had lowered 

his credit score and prevented him from purchasing a home. By 

the time he reached out to Senator Vitter’s office, he had three 

weeks to pay the bills. The caseworker was able to determine 

that not only did the VA fail to pay the veteran’s bills, but also 

the VA had refused to pay them, despite the VA having 

previously approved both hospital visits. The caseworker was 

able to help the veteran get the two bills paid, and the veteran 

went on to put down a loan for a house with his higher credit 

score. 
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those veteran constituents can escalate quickly. It is important for caseworkers to have an 

after-hours contact for the regional VA facilities to handle problems that may arise, such 

as threatened suicide or violent actions.  

 

Less common VA casework issues include medical eligibility applications, GI Bill 

benefits, vocational assistance, and locating or obtaining military records or replacement 

medals. Each of these divisions has designated congressional liaisons to assist the 

caseworker. 

 

When the caseworker cannot get a response from a division or is unsure of where to send 

an inquiry involving a veteran, the caseworker can call the VA contact person listed in 

the CRS congressional liaison contact list. The VA contact will either give the 

caseworker the appropriate contact or reach out to agency personnel and ask him to 

contact the Senator’s office directly.  

 

In some cases, the caseworker can request a case be expedited.  This action should be 

used only when necessary, since it can mean putting one constituent in front of others 

who have been waiting longer. However, it is appropriate in certain circumstances. The 

VA will consider expediting a case when it involves a veteran with a terminal illness, one 

who is at an advanced age, or one who is in a dire financial situation, such as in danger of 

losing his home or facing bankruptcy. Documentation of these situations is necessary. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

III. Disaster Preparedness 
 

Louisiana is no stranger to disasters, both those you can prepare for and those you cannot. 

Included in this chapter is an outline of necessary items the Senate office should compile, both 

digitally and as a hard copy in the event that computers or electricity is not readily accessible. 

This information should be updated annually, and the beginning of hurricane season is an ideal 

A veteran constituent and his dentist contacted Senator Vitter’s 

office regarding dental work that the veteran needed, but the 

VA had refused to pay for it. The VA had communicated to the 

veteran that he could “get by” with less treatment, a medical 

conclusion with which the veteran’s dentist strongly disagreed. 

Additionally, the veteran suffered from cancer but could not 

receive a needed drug treatment until his dental problems could 

be resolved. The veteran was in a great deal of discomfort from 

the dental issues and had been trying to work out the issue for 

over nine months before reaching out to Senator Vitter’s office. 

The caseworker immediately contacted the local VA medical 

center, and within the day, upper level hospital staff had 

contacted the dentist and worked out a treatment plan that 

would satisfy both the dentist and the VA protocol 

requirements. The dental work was completed that week. 
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time to make sure that the office’s disaster preparedness plan is up to date. All items below 

should be included in the evacuation binder and distributed to each employee. 

 

A. Contacts 

 

As part of disaster preparedness, state staff should have emergency after-hours contacts 

readily available for their assigned parishes and individual casework areas. It is important 

to compile and maintain an updated list of contacts, including local and federal officials, 

in the case of a natural disaster or evacuation emergency.  Below is a list of suggested 

contacts to keep on file. 

 

1. Regional Elected Officials 

 

a. Parish President 

 

b. GOHSEP Regional Contacts 

 

2. Law Enforcement Contacts 

 

a. Local Parish Sheriff 

 

b. Capitol Police Contacts 

 

3. Building Manager Emergency After Hours Contacts 

 

4. Office/Employee Contact Sheet 

 

a. Personal Cell Phone 

 

b. Personal Email 

 

5. Charitable Organizations 

 

a. Red Cross 

 

b. Salvation Army 

 

c. Area Shelters 

 

d. Food Banks 

 

e. Habitat for Humanity 

 

f. Catholic Charities 

 

6. Congressional Liaison Contact for Federal Agencies 



24 

 

B. Voice Messaging 

 

In the event of an anticipated disaster, state offices should pre-record a voicemail 

message that includes an alternative office phone number for constituents in the event 

that they need immediate assistance. 

 

C. Weekend Schedule 

 

It is important to have a weekend work schedule completed prior to a disaster so that if 

necessary and possible, state staff will know how to proceed in providing services for 

impacted constituents.  

 

D. Emergency and Evacuation Plan 

 

Senator Vitter has prepared, updated, and maintained a State Office Comprehensive 

Emergency Plan each year he has served in Congress. (See Appendix, Exhibit B.) Below 

is an example of the outline used to build and create the Metairie District Office 

emergency and evacuation plan. 

 

1. State Office Comprehensive Emergency Plan  

 

a. Roles and Responsibilities 

 

b. Office Security 

 

c. Emergency Policy 

 

d. Continuity of Operations 

 

e. Training and Evaluation 

 

f. Plan Administration 

 

g. Necessary Federal Forms for Disaster Assistance (See Appendix, Exhibit C.) 

 

i. Privacy Release Form 

 

ii. View Forms 

 

iii. Fax Cover Sheets 

 

iv. FEMA Inquiry Forms 
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CHAPTER FOUR: FEDERAL GRANTS 
 

There are billions of dollars in federal funding available through tens of thousands of federal 

grants. Federal grants generally support critical recovery initiatives and innovative research with 

the overarching goal of benefitting the American public. Senator Vitter’s office receives an 

overwhelming number of requests for help in searching for grants, and his staff often educate 

potential applicants about what types of grants are available and also help constituents navigate 

the application process. While the respective agencies are responsible for selecting grant 

recipients, a Senate office can recommend applications from its state. 

 

I. Types of Federal Grants 

 

Grants.Gov is the main portal for federal grants. Grant-making federal agencies often post 

available grants on this website, which also has detailed information to help grantees find and 

apply for individual discretionary funding opportunities. Grant applicants can use this website to 

apply directly for over 1,000 grant programs from 26 federal agencies. 

 

Additionally, the Catalog of Federal Domestic Assistance (CFDA) provides a complete list of 

federal programs, projects, services, and activities that are available to State and local 

governments, private profit and nonprofit organizations, higher education institutions, and 

individuals. CFDA is primarily used to identify which federal programs would best meet a 

potential applicant’s specific objectives. 

 

A large portion of the federal grant budget moves to the states through formula and block grants. 

State, regional, and local offices then handle grant applications and manage the distribution of 

assistance according to local needs. Formula and block grants are allocations of money to states 

or their subdivisions that are not confined to a specific project. Additionally, many states have 

programs funded out of their own appropriations, which supplement or complement federal 

programs. 

 

The specific grant opportunities offered each year depend on the individual department or 

agency’s budget request and what is appropriated from Congress. For current information on 

grant opportunities, refer to the specific agency’s website.  

 

A. U.S. Department of Agriculture (USDA) 

 

The USDA offers many programs and services designed to help farmers and ranchers, 

promote agriculture production sustainability, and expand economic opportunity through 

innovation.  

 

USDA-provided funding opportunities cover the spectrum of agriculture and food-related 

research, from environmental and resource economics to community food projects to 

increase food security.   

 

USDA Rural Development partners with rural communities to bring them housing, 

community facilities, utilities, and other services. USDA provides technical assistance 

http://grants.gov/
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and financial backing for rural businesses to create quality jobs, and its grants support 

essential public services, including health clinics and emergency service facilities.  

 

B. U.S. Department of Commerce (DOC) 

 

DOC offers grant opportunities that promote economic development and technological 

advancement and contains several grantmaking bureaus, including the Economic 

Development Administration (EDA), Market Development Cooperator Program 

(MDCP), and the National Telecommunications and Information Administration (NTIA) 

Programs. 

 

EDA is the only federal agency exclusively focused on economic development and plays 

a critical role in fostering regional efforts to create jobs and attract private investment. 

 

MDCP supports projects that enhance the global competitiveness of U.S. businesses, 

including financial and technical assistance. An MDCP award establishes a partnership 

between the International Trade Administration and non-profit industry groups, like trade 

associations and chambers of commerce.  

 

NTIA administers grants that further the deployment and use of broadband and other 

technologies, enhance and expand public computer centers, and encourage sustainable 

adoption of broadband service. 

 

C. Corporation for National and Community Service (CNCS) 

 

CNCS plays a critical role in strengthening America’s nonprofit sector and fostering civic 

engagement and is the nation’s largest grantmaker for service and volunteering. CNCS 

engages more than 5 million Americans in service through its core programs, which 

include AmeriCorps, Senior Corps, and the Social Innovation Fund. 

 

AmeriCorps is a competitive program that partners members with non-profit 

organizations, public agencies, and community organization to meet community needs in 

education, environment, public safety, health, and homeland security.  

 

Senior Corps offers citizens above the age of 55 the opportunity to become a retired 

volunteer by partnering them with non-profits and local organizations in their 

surrounding communities. 

 

The goal of the Social Innovation Fund is to mobilize organizations to identify and 

support sustainable solutions in economic opportunity, health futures, and youth 

development. 

 

D. U.S. Department of Defense (DOD) 

 

The DOD offers a variety of grant opportunities, including the National Security 

Education Program (NSEP). 
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NSEP awards grants to U.S. institutions of higher education for the purpose of program 

development in languages and regions critical to national security. 

 

E. Delta Regional Authority (DRA) 

 

The DRA fosters local and regional partnerships throughout the eight-state Delta region 

in order to improve the Delta economy, build communities, and improve quality of life 

for Delta residents. 

 

Under federal law, at least 75 percent of DRA funds must be invested in economically 

distressed counties and parishes. Congress mandated that transportation and basic public 

infrastructure projects must receive at least 50 percent of appropriated funds. The DRA’s 

main investment tool, the States’ Economic Development Assistance Program (SEDAP), 

funds projects in four categories: 1) basic public infrastructure in distressed counties and 

parishes, 2) transportation infrastructure for the purpose of facilitating economic 

development, 3) business development with an emphasis on entrepreneurship, and 4) job 

training with an emphasis on using existing public education institutions. 

 

F. U.S. Department of Education (ED) 

 

The ED offers three kinds of grants: discretionary grants, grants designed to help students 

attend college, and formula grants that are determined by Congress and has no 

application process.  

 

Individuals, institutions of higher education, local education agencies, nonprofit 

organizations, and state education agencies may all apply for ED discretionary grants. 

These include grants for the Fulbright U.S. Student Program. 

 

The Free Application for Federal Student Aid (FAFSA) offers more than $150 billion to 

over 13 million students to help pay for higher education each year, and ED offers need-

based grants that include Federal Pell Grants, Federal Supplemental Educational 

Opportunity Grants, Teacher Education Assistance for College and Higher Education 

Grants, and Iraq and Afghanistan Service Grants. 

 

G. U.S. Department of Energy (DOE) 

 

DOE offers funding through several programs designed to address energy, 

environmental, and nuclear challenges through transformative science and technology 

solutions. DOE grant programs promote various priorities including improving energy 

efficiency, pursuing renewable energy, and supporting oil and gas research and 

development. 
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H. Environmental Protection Agency (EPA) 

 

Each year, EPA awards over $4 billion in grants and other assistance agreements to small 

non-profit organizations, students, and state governments. For example, EPA grants 

include competitive funding for environmental technology research at small businesses. 

 

I. U.S. Department of Health and Human Services (HHS) 

 

HHS is the largest grant-making agency, and most of its grants are directly awarded to 

states, territories, tribes, and educational and community organizations, which are then 

further distributed among individuals and organizations that are eligible to receive 

funding. 

 

The main agencies under HHS that offer grants are the Administration for Children and 

Families (ACF), Centers for Disease Control and Prevention (CDC), the Food and Drug 

Administration (FDA), and the National Institutes of Health (NIH).  

 

The ACF promotes the economic and social well-being of families, children, individuals, 

and communities by supporting increased economic independence and encouraging 

health and supportive communities to positively impact the quality of life and 

development of children. 

 

The CDC awards over 25,000 acquisition actions and grants each year, which equals 

approximately $11 billion in federal funds. CDC grants generally are used to engage 

public health stakeholders, including state and local governments.  

 

The FDA sponsors several competitive grant programs related to food and feed safety, as 

well as human health issues.  

 

The NIH provides financial support specifically for research and research-related 

activities, including fellowship and training, career development, scientific conferences, 

resources and construction. NIH grants go toward enhancing health, extending healthy 

life, and reducing the burdens of illness and disability. 

 

J. U.S. Department of Homeland Security (DHS) 

 

DHS distributes grant funds to enhance the ability of regional authorities to prepare, 

prevent and respond to terrorist attacks and other disasters. Localities use grants for 

planning, equipment, training, and exercise needs. Most DHS non-disaster grant 

programs are designated for state and local governments and specific entities, such as 

universities, and unsolicited applications from individuals are generally not accepted. 

 

The Federal Emergency Management Agency (FEMA) offers both non-disaster grants 

and disaster assistance in order to coordinate the federal government’s role in preparing 

for, preventing, mitigating the effects of, responding to, and recovering from all domestic 

disasters.  
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FEMA non-disaster, or preparedness, grants awards funding to state, local, territorial and 

tribal governments to enhance the capacity of emergency responders to prevent, respond 

to, and recover from a weapons of mass destruction terrorism incident involving 

chemical, biological, radiological, nuclear, and explosive devices and cyber-attacks.  

 

FEMA disaster assistance programs make funds available to individuals, non-profits, 

universities, local and state governments, and others who were impacted by a natural 

disaster as part of the recovery process.  

 

K. U.S. Department of Housing and Urban Development (HUD) 

 

HUD awards grants to organizations, residents, local authorities, business owners, 

nonprofits, and private developers for a large variety of purposes, including creating 

strong, sustainable communities and quality affordable housing. HUD grant programs 

support efforts to strengthen the housing market and meet the need for quality affordable 

rental homes. They include collaborative programs that target rural communities, 

struggling neighborhoods, and health issues, like removing mold or lead. 

 

L. U.S. Department of the Interior (DOI) 

 

DOI awards the majority of its grants via the U.S. Fish and Wildlife Service, Indian 

Affairs, and the National Park Service in order to manage and sustain U.S. lands, water, 

wildlife, and energy resources. 

 

M. U.S. Department of Justice (DOJ) 

 

DOJ offers funding opportunities to support law enforcement and public safety activities 

in state, local, and tribal jurisdictions, to assist victims of crime, to provide training and 

technical assistance, to conduct research, and to implement programs that improve the 

criminal, civil, and juvenile justice systems. 

 

The DOJ Program Plan is a tool to help applicants and grantees find funding 

opportunities managed by the DOJ grant-making components that address their criminal, 

juvenile, and civil justice needs.  

 

The Office on Violence Against Women administers 19 grant programs to provide help 

for victims of domestic violence, sexual assault, dating violence, and stalking and enable 

communities to hold offenders accountable. 

 

The Community Oriented Policing Services Office (COPS) offers grants to law 

enforcement agencies to hire more officers, acquire new equipment and technologies, and 

so on. 
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N. U.S. Department of Labor (DOL) 

 

DOL grants are used to improve the welfare of wage earners, job seekers, and retirees, to 

improve working conditions, and to assure work-related benefits and rights. DOL grant 

programs include the Employment and Training Administration and the Occupational 

Safety and Health Administration.  

 

O. National Aeronautics and Space Administration (NASA) 

 

NASA offers funding opportunities for scientists, students, universities, and businesses 

pursuing research and development in aeronautics and space-based projects. These grants 

are mostly focused on supporting and enhancing science and engineering education, 

research, and public outreach efforts. 

 

P. National Endowment for the Arts (NEA) 

 

The NEA offers competitive funding for organizations, individuals, and partnership 

agreements that promote public and community engagement with art.  

 

Grants for organizations only fund projects that consist of one or more specific events or 

activities that can make a difference in their community or field. 

 

Grants for individuals fund creative writing fellowships and translation projects.  

 

Grants for partnership agreements go directly to individual State arts-related agencies 

with the goal of making the arts available in more communities.  

 

Q. National Science Foundation (NSF) 

 

The NSF funds research and education in most fields of science and engineering through 

grants and cooperative agreements to more than 2,000 colleges, universities, K-12 school 

systems, businesses, informal science organizations, and other research organizations 

each year. The NSF accounts for about one-fourth of federal support to academic 

institutions for basic research.  

 

The NSF receives approximately 40,000 proposals each year for research, education and 

training projects, of which approximately 11,000 are funded.  Additionally, the NSF 

receives several thousand applications for graduate and postdoctoral fellowships.  

The agency operates no laboratories itself, but it does support National Research Centers, 

user facilities, certain oceanographic vessels and Antarctic research stations. The NSF 

also supports cooperative research between universities and industry, U. S. participation 

in international scientific and engineering efforts, and educational activities at every 

academic level. 

 

 

 

https://www.nsf.gov/funding/index.jsp#areas
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R. Small Business Administration (SBA) 

 

The SBA was established to provide financial, technical, and management assistance to 

help Americans start, build, and grow their businesses. Among the SBA’s top grant 

programs are the Small Business Innovation Research Program (SBIR) and the Small 

Business Technology Transfer Program (STTR) 

 

SBIR is a competitive program that supports small businesses exploring technological 

advances by providing the incentive for the business to profit from the product’s 

commercialization.  

 

STTR expands funding opportunities in the federal innovation research and development 

arena by including join venture opportunities for small business and the nation’s top 

nonprofit research institution. 

 

S. Social Security Administration (SSA) 

 

The SSA Office of Acquisition and Grants funds research and demonstration grants 

including the Old-Age Survivors Program, the Social Security Disability Insurance 

Program (SSDI), and the Supplemental Security Income (SSI) Program. These programs 

conduct social, economic, and demographic research on topics important to the SSDI and 

SSI programs, as well as the current and future well-being of beneficiaries.  

 

SSA also provides service grants to support beneficiaries who return to work and gain 

self-sufficiency, including a trial work period and early referral for rehabilitation 

services. 

 

T. U.S. Department of Transportation (DOT) 

 

Grants provided through DOT are used to build and maintain a fast, safe, efficient, 

accessible, and convenient transportation system. 

 

The Transportation Investment Generating Economic Recovery (TIGER) discretionary 

grant program allows DOT to invest in road, rail, transit, and port projects across the 

nation.  

 

The Surface Transportation Program is one of the main sources of flexible funding 

available for transit or highway purposes and may be used for public transportation 

capital improvements, corridor parking facilities, bicycle and pedestrian facilities, and 

bus terminals. Funding from this program can also be used for planning activities, 

wetland mitigation, transit research and development, and environmental analysis. 

 

U. U.S. Department of the Treasury 

 

The Department of the Treasury has several grant and financial assistance programs in 

order to maintain a strong economy and create economic and job opportunities. 
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Following the 2010 oil spill off the coast of Louisiana, Congress passed into law the 

Resources and Ecosystems Sustainability, Tourist Opportunities, and Revived Economies 

of the Gulf Coast States (RESTORE) Act. RESTORE established the Gulf Coast 

Restoration Trust Fund within the Department of Treasury. These funds are available to 

applicants who have developed projects and activities that restore and protect the 

environment and economy of the Gulf Coast region. 

 

V. U.S. Agency for International Development (USAID) 

 

USAID is the lead federal agency that works to end extreme global poverty and enable 

resilient, democratic societies to realize their potential. USAID features several grants 

available through programs, such as Faith-Based and Community Initiatives, the Child 

Survival and Health Grants program, and the Food for Peace program. 

 

II. Application Process 

 

A. Who Can Apply 

 

Individuals, state and local governments, nonprofit social service and community action 

organizations, private research groups, and small businesses can apply for a number of 

federal grants. Who can apply depends on the type of grant program. In certain cases, the 

Senate office may need to direct constituents seeking government aid to funding options 

other than grants. 

 

B. Staff Help 

 

Senate staff may help individuals define the project and search for likely funding sources, 

including federal grants administered and sub-awarded by states. This is followed by the 

constituent, organization, or local government developing, writing, and submitting 

proposals as part of the application process.  

 

C. Tracking Requests 

 

Senator Vitter’s staff often monitors grant applications as they move through the 

agency’s review process.  The Senator may also send a letter of support to the department 

or agency expressing interest in the proposal being submitted and being kept informed of 

developments related to the specific grant application. 

 

III. Announcements 

 

While there is some variation, the standard announcement procedure in cases of allocated federal 

funds is for the agency making the award to notify congressional offices and then the recipient. 

Senator Vitter’s office generally notifies the recipient of the grant upon receiving the notice. 

However, not all awards are announced publicly, such as in the case of block grants allocating 

funds to states. The state’s decision on how to distribute funds among local communities is not 

necessarily communicated with congressional offices. 
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A. Notice to the Recipient 

 

The staff who has been assisting the constituent or entity who has received a grant will 

contact them with the grant notification and congratulate them on behalf of Senator 

Vitter.  

 

B. Notice to the Press 

 

Senator Vitter will often send a press release to accompany a grant announcement. (See 

Appendix, Exhibit D.) 
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CHAPTER FIVE: ACADEMY NOMINATIONS 
 

Each year, a U.S. Senator is permitted to nominate up to ten candidates to each Department of 

Defense service academy – U.S. Military Academy, U.S. Naval Academy, and U.S. Air Force 

Academy, and the U.S. Merchant Marine Academy. The U.S. Coast Guard Academy has its own 

process for accepting candidates and does not accept Congressional Nominations. Individuals 

applying solely to the Coast Guard Academy do not need to go through the nominations process.  

Being selected is a great honor and an incredible opportunity for students. It is important for the 

Senator to remove political influence from the process and select the best candidates based on 

merit, achievement, and abilities. 

 

I. Blue Ribbon Panel 

 

The nomination authorities and criteria establishing the qualifications of potential service 

academy appointees are set by statute, federal regulations, and policies established by each 

academy. When setting up the Blue Ribbon Panel, Senator Vitter invites credentialed members 

from across the state who are graduates of the respective academies and also represent a 

geographic diversity around the state. Board members serve for two years, with the exception of 

the chairman who serves a third year upon assuming the chair. Board members typically are not 

actively involved as admissions officers for any of the academies in order to avoid any potential 

conflict of interest or give a particular candidate an advantage over other candidates. 

 

II. Application Process 

 

The nomination process is outlined in a dedicated section of Senator Vitter’s website, which 

contains detailed information that outlines the application process and includes deadlines for 

completed applications and the dates for the mandatory interviews with the Blue Ribbon Panel. 

A page for Frequently Asked Questions is updated yearly and maintained on the website. 

 

On the website, a prospective candidate can submit an inquiry indicating his interest to seek 

Senator Vitter’s nomination. This information is directly sent to the Academy Nomination 

Coordinator who is responsible for communicating with the prospective candidate. 

 

Senator Vitter’s office will mail an Academy Nomination Packet throughout the summer months 

to individual candidates who have submitted a request through the website. The packet includes 

a copy of the FAQ, a paper sample of the application to receive Senator Vitter’s nomination, and 

a personalized letter from Senator Vitter with helpful information regarding the application 

process. 

 

The application itself is lengthy and has several required components, such as three to five letters 

of recommendation, high school or college transcripts, a current photo (used to help the Panel 

Members at the completion of the interviews to identify candidates correctly), a one page 

resume, ACT and/or SAT scores, and class rank. The application also has an activities worksheet 

on which the student should indicate any participation in athletics, extracurricular activities, 

community involvement, and leadership roles. The application also requires the candidate to 

submit an essay. 



35 

 

Senator Vitter’s application is typically available on his website between September 1 and the 

end of October. Receiving a nomination from a U.S. Senator is extremely competitive, and 

deadlines should be strictly maintained in fairness to all candidates.  

 

III. Service Academy Days 

 

Each year, Senator Vitter hosts Service Academy Days in conjunction with the other U.S. 

Senator from Louisiana, as well as the U.S. Congressman of the district in which the event is 

being held. In the past, Service Academy Days have been held in Baton Rouge, New Orleans, 

Shreveport, Alexandria, and Lafayette. Admissions representatives from West Point, Annapolis, 

the Air Force Academy, Merchant Marine Academy, and Coast Guard Academy are requested to 

attend and set up display booths at the venue so that students and parents may have one on one 

time with the academies. For events held in September and October, the academies may be able 

to send a cadet or midshipmen to the event. Cadets are not allowed to leave their campuses 

before the end of August, so requests should be made to the academies as soon as possible.   

 

The Members of Congress typically give welcoming remarks after a prayer and the Pledge of 

Allegiance. Drill teams or Honor Guards are invited to lend a dignified air to the event. The 

audience will hear an overview of the Congressional Nomination Process followed by brief 

presentations from each of the academies. A question and answer session is always appreciated 

by guests. At the conclusion of the formal presentation, guests are provided one to two hours to 

spend at the individual academy displays and interact with their representatives. Congressional 

offices also have individual tables set up with handouts and to take questions from constituents. 

Service Academy Day events typically run 4 hours. (See Appendix, Exhibit E.) 

 

IV. Mandatory Interviews and Nominations 

 

Upon successful completion of an application, all applicants are required to attend an interview 

with the Blue Ribbon Panel. Senator Vitter traditionally holds his interview weekend on the first 

Friday and Saturday of December. Alexandria has typically served as the host city location as it 

is a central location for the students of Louisiana. Traditionally, the board interviews 75-85 

applicants beginning Friday morning and concluding Saturday evening. Each applicant is asked 

the same set of questions to ensure parity in scoring. Scores are given in each of the following 

categories: GPA/Class Rank, ACT/SAT scores, leadership, poise, verbal skills, appearance, 

motivation, athletics, extracurricular, and current events, which result in an overall score that is 

calculated before the panel departs. The Academy Nomination Coordinator compiles the 

rankings based on 1st, 2nd, 3rd, 4th choice of academy. The final results are provided to Senator 

Vitter for his approval and then submitted to the respective academies before December 31.  

Senator Vitter uses the competitive method of nomination to ensure fairness to the applicants.   

 

All nominated candidates receive a letter from Senator Vitter congratulating them on their 

nominations. For students applying to multiple academies, they may not receive a nomination to 

their 1st choice, so the letter specifies the academy to which they are receiving the Senator’s 

nomination. Applicants who do not score high enough to earn a nomination also receive a letter 

from Senator Vitter.   
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V. Announcements 

 

The academies generally begin announcing appointments in January with the largest number of 

appointments coming in late February through May. It is tradition for individual academies to 

notify the nominating congressional offices so that the member is given the opportunity to 

personally call the accepted candidate and give him the good news. 

 

Upon selection, Senator Vitter will notify the press via a press release. (See Appendix, Exhibit F.) 

   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



37 

 

CHAPTER SIX: INTERNSHIPS AND PAGE OPPORTUNITIES 
 

There are a number of educational opportunities for young constituents within the U.S. Senate, 

including internships in both the State and Washington, D.C., and the Senate Page Program. 

 

I. Senate Office Internship 

 

Senator Vitter offers internships to college-aged students and those who have recently graduated 

from college with an interest in Senate procedures and political work year-round. The Senate 

office selects interns based on grade point average, extracurricular activities, as well as an 

interest in political procedures, such as policy and the legislative process. Young constituents 

selected to be interns have the opportunity to gain a comprehensive view of the practices and 

procedures of a U.S. Senate office and how the legislative process works. In some cases, college 

students may be able to obtain academic credit. 

 

II. Senate Page Program 

 

A U.S. Senator may periodically nominate one high school junior who is at least sixteen years 

old to be a Senate page. Senate page duties consist primarily of delivery of correspondence and 

legislative material within the Congressional complex. Other duties include preparing the 

chamber for Senate sessions and carrying bills and amendments to the desk. Pages attend classes 

in the early morning at the U.S. Senate Page School, a program fully accredited by the Middle 

States Association of Colleges and Schools. 

 

Each year, there are four established page sessions. The academic year consists of two semesters, 

which run in the full from early September through mid-January, and in the spring from mid-

January to mid-June. The summer program consists of two sessions, which are three or four 

weeks in duration, depending on the legislative calendar.  
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APPENDICES 
 

Exhibit A: Town Hall Meeting Materials 

 

1. Post Card: A Town Hall Meeting post card should include all relevant location and topical 

information pertinent to the event. 
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2. Official Email: Similar to a post card, a mass email should include all relevant location and 

topical information. Emails may be written in first-person, and the tone can be more informal 

than the direct mailer. 
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3. Robocall Script: All robocall scripts must be approved by Senate Rules Committee before 

recording the Senator and sending the message to constituents. 

 

 

Hi, I’m Senator David Vitter. 

 

I’m calling to invite you to join me at a Town Hall Meeting in Gonzales on 

Thursday, March 31. We’ll discuss key topics like boosting Louisiana’s energy 

and petrochemical industries, dramatically improving infrastructure to reduce 

traffic, stopping illegal immigration, fighting terrorism, or any issue important to 

you and your family. 

 

The meeting will be this Thursday, March 31, at 9:30 am and will be held at the 

Gonzales Courthouse Annex Parish located at 828 South Irma Boulevard in 

Gonzales. 

 

Please join me, Senator David Vitter, at this Town Hall Meeting.   

 

I really look forward to hearing your views on these and other key issues for 

Louisiana families. If you have any questions please call my Baton Rouge office 

at 225-383-0331. 
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4. Media Advisory: A Media Advisory includes all relevant information and is used to notify and 

invite local and state press. It should be sent approximately one week before the Town Hall 

Meeting. 
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Exhibit B: State Office Comprehensive Emergency Plan 

 

Below is an example of Senator Vitter’s State Office Comprehensive Emergency Plan. This 

should be updated annually and distributed to each state staff employee. 

 

 



43 

 

 
 

 



44 

 



45 

 



46 

 



47 

 



48 

 



49 

 



50 

 



51 

 



52 

 



53 

 



54 

 



55 

 



56 

 

 
 



57 

 



58 

 



59 

 



60 

 



61 

 



62 

 



63 

 



64 

 



65 

 



66 

 



67 

 

 



68 

 



69 

 



70 

 



71 

 



72 

 



73 

 

 
 



74 

 



75 

 



76 

 



77 

 



78 

 

 



79 

 



80 

 



81 

 



82 

 



83 

 



84 

 



85 

 



86 

 



87 

 



88 

 

 
 

 



89 

 

Exhibit C: Emergency/Disaster Recovery Constituent Forms 

 

1. Privacy Release Form 

 

 



90 

 

 

2. View Form 
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3. Fax Cover Sheet 
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4. FEMA Inquiry Form 
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Exhibit D: Federal Grant Award Announcement 

 

While there is some variation, the standard announcement procedure in cases of allocated federal 

funds is for the agency making the award to notify congressional offices and then the recipient. 

Senator Vitter’s office will generally notify the recipient of the grant upon receiving the notice 

and also send out a press release announcing the grant award. 
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Exhibit E: Service Academy Day Invitations 

 

1. Event Flyer: An Event Flyer should include all relevant information, including a point of 

contact, and should be distributed around the community by state staff in the weeks leading up to 

the event.  
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2. Mass Email: Service Academy Day mass emails for the event should be sent at least a week in 

advance to constituents in the region where the event will be held. 
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3. Media Advisory: The media advisory announcing the details of the Service Academy Day is 

sent at least a week in advance to media outlets in the region where the event will be held. Local 

news outlets will generally share the event information on their websites. 
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Exhibit F: Military Service Academy Announcement 
 

Service Academy Nominations Announcement: The nomination announcement press release is 

generally sent to all regions of the state announcing the students who were appointed to the 

military service academies. 

 

 


